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1.0 PURPOSE
 1.1  The purpose of this document is to describe the process for applying for and
          receiving the proper training to use a DFRC Purchasing Bank Card.

2.0 SCOPE & APPLICABILITY
 2.1 This procedure applies to DFRC Government employees who are intending to use the
   Purchasing Bank Card.

3.0 OBJECTIVES
 3.1 To assure training requirements are met prior to issuing a Purchasing Bank Card.
 3.2 To ensure bank card users obtain the proper delegation/warrant.
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START
Approving Official

Submit a request 
letter/application to 

the Center 
Program 

Coordinator 
requesting 

individual and 
identifing single 
purchase limit.

Step 2

Request credit 
card. 
Note 1

Step 1

Requestor

Submit application 
to the bank.

Note 5

Step 11

Center
Program Coordinator

Attend the training 
determined by the 

center program 
coordinator. 

Forward proof of 
training to program 

coordinator. 

Step 4

Retain copies of 
signed training 

record and signed 
delegation/warrant 

notice.

Step 10

Note 4:
The Center Program Coordinator shall notify the 
requestor what type of training is required and 
when the next training class is scheduled. 
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Note 1:
The Requestor shall notify the appropriate 
approving official to request a Purchase Bank 
Card.  The approving official is the immediate or 
higher level supervisor of the employee. 
Reference NFS 1813.301-72

Note 5:
The Bank will issue the credit card directly to the 
cardholder.

The Center 
Program 

Coordinator 
prepares the 

delegation/warrant 
letter and forwards 

it to the 
Procurement 

Officer for 
signature.

Step 5

Procurement Officer

The Procurement 
Officer signs the 

delegation/warrant 
letter and forwards 
it to the program 

coordinator.

Step 8

Determine the type 
of training the 

requestor needs.
Note 3 & 4

Step 3

Forward the 
delegation/warrant 

letter to the 
requestor. Retain 
copies of signed 

training record and 
signed 

delegation/warrant 
notice.

Step 9

Note 3:
For single purchases over $2,500 the required 
training is the 40-hour simplified acquisition 
training and specialized training, in addition to 
the training provided by the center program 
coordinator. For a single purchase limit of 
$2,500 the required training will be provided by 
the center program coordinator .

Is the Request 
Accepted?

Note 2

Step 6

Notify the CPC that 
the request has 
been denied.

Step 7No

Yes

END

Note 2:
Extenuating circumstances may dictate 
disapproval.

Notify the 
requestor and the 
supervisor that the 
request has been 

denied.

Step 12

END


